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§14-3.01-1

814-3.01-18 Records and reports of exam nations

SUBCHAPTER 1
GENERAL PROVI SI ONS

814-3.01-1 Purpose. The purpose of this chapter is to
i npl ement a system of recruitnent and sel ection of public
of ficers and enpl oyees in accordance with nerit-based civil
service laws which will attract, select, and retain the best
i ndividual s to provide conpetent, efficient, |loyal, and
ethical service to the public in accordance with the needs of
the service. The provisions of this chapter shall apply to
conpetitive recruitnments open to the general public. [Eff
6/11/92; amand conp April 01, 2002] (Auth: HRS 8826-5, 76-
17, SLH 2000, Act 253) (lnp: HRS 8826-5, 76-1, 76-13, 76-
17, SLH 2000, Act 253)

814-3.01-2 Appointnent through the nerit system (a)
The director shall be responsible for locating the best
qgqualified applicants avail able for open-conpetitive
exam nation and for determning the relative capacity and
fitness of applicants.

(b) The director may establish standards with respect
to age, education, training, experience, suitability,
physical and nental fitness, fornmal assenbled testing, and
ot her requirenents which applicants nust neet to be rated in
exam nati ons.

(c) Eigibles shall be placed on an appropriate list in
t he manner prescribed by these rules.

(d) A person selected through the civil service
recrui tment procedure for a permanent or tenporary position
shall be required to serve an initial probation period
provi ded that when a tenporary appointnment is nade, the
durati on exceeds the probation period.

(e) The director may determ ne the types, duration, and
condi tions of other types of appointnent in the civil service
system and may prescribe the nmethods for renoving persons
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§14-3.01-5

hol di ng these appoi nt nents.

(f) Menbership in the civil service will be
acquired by a probationary enpl oyee upon successf ul
conpletion of an initial probation period.

(g) No person shall be appointed or enployed in
the civil service systemor performthe duties of any
position until the person passes the exam nation
prescribed by the director or unless specifically
exenpted. [Eff 6/11/92; am and conp April 01, 2002]
(Auth: HRS 8826-5, 76-17, SLH 2000, Act 253) (I np:
HRS 8§826-5, 76-13, 76-17, SLH 2000, Act 253)

814-3.01-3 Discretion of appointing authority in
filling vacancies. (a) An appointing authority may
fill any
position in the civil service by appointnent froma
civil service list, including positions exenpt fromthe
classification system through the civil service
recrui tnment procedure or other neans as provided for by
statute, these rules, or guidelines.

(b) At the discretion of the appointing
authority, a permanent position nmay be filled on a
tenporary basis for good reason. [Eff 6/11/92; am and
conp April 01, 2002] (Auth: HRS 8826-5, 76-17, SLH
2000, Act 253) (Ilnp: HRS 8826-5, 76-13, 76-17, SLH
2000, Act 253)

SUBCHAPTER 2
RECRUI TMENT

814-3.01-4 (G tizenship and residence. Applicants
shall be residents or forner residents of the State and
citizens, nationals, permanent resident aliens of the
United States, or eligible under federal |aw for
unrestricted enploynent in the United States at the tine
of application. [Eff 6/11/92; am and conp April 01, 2002]
(Auth: HRS 8826-5, 76-17, SLH 2000, Act 253) (I np:
HRS §78-1, SLH 2000, Act 253)

814-3.01-5 Announcenent of recruitnment and

3.01-3



§14-3.01-5

exam nation. Whenever there is need for eligibles, the
di rector may conduct a recruitnment and exam nation
announcenent in the manner and for the period deened
reasonabl e and appropriate. [Eff 6/11/92; am Nov 12,
1992; am and conmp April 01, 2002] (Auth: HRS §826-5,
76-17) (Inmp: HRS 8826-5, 76-13, 76-17)

814-3.01-6 Repealed. [R April 01, 2002]

814-3.01-7 Repealed. [R April 01, 2002]

8§14-3.01-8 Acceptance of applications. (a)
Application for exam nation and enpl oynent shall be nade
in such formand manner and wi th such suppl enent al
information including the applicant's social security
nunber as determ ned by the director.

(b) The director may determ ne the nunber of
applications to accept and eval uate based on need.

(c) Applications for conpetitive exam nations
shal | be accepted only during the period specified in
t he announcenent. However, the director nmay accept |ate
applications for good reason. [Eff 6/11/92; am and
conp April 01, 2002] (Auth: HRS 8826-5, 76-17) (Inp:
HRS 8826-5, 76-13, 76-17, 76-19, 76-20, 78-1)

814-3.01-9 Cancellation of recruitnent and
exam nati on announcenents. |If there is no need for
eligibles after a recruitnment and exam nation
announcenent has been published or if other
circunstances warrant it, the announcenent may be
cancel ed and all applicants shall be notified of the
cancel lation. [Eff 6/11/92; amand conp April 01, 2002]
(Auth: HRS 8826-5, 76-17) (Inp: HRS 8826-5, 76-13,
76-17)

SUBCHAPTER 3
EXAM NATI ON
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814-3.01-10 Scope and character of exam nations.
(a) The director may consult with qualified persons in
regard to the content of tests, the rating of applicants
or related test matters.

(b) Each exam nation shall relate to those matters
which will best test the relative capacity and fitness
of applicants for the proper performance of the
characteristic duties of the class for which the
exam nation is held.

(c) Any accepted personnel exam ning technique
may be used, including a verification and eval uati on of
education, training, and experience; tests of know edge,
skill, ability, intelligence, or aptitude; nedica
exam nations including pre-enploynent drug tests,
apprai sals of personal suitability; inquiry into noral
character of applicants and any other matter that the
director deens appropriate. [Ef 6/11/92; am and conp
April 01, 2002] (Auth: HRS 8826-5, 76-17, SLH 2000,
Act 253) (Inmp: HRS 8826-5, 76-13, 76-15, 76-17, 76-18,
76-24, 78.2-6, SLH 2000, Act 253)

814-3.01-11 D squalification of applicants. (a)
The director may, for good cause, reject any application
or deny any appointnent. Wthout Iimtation to the
foregoi ng, an applicant may be denied admttance to an
exam nation and an eligi ble may be deni ed appoi nt nent
for any of the follow ng reasons:
(1) Failure to neet the m nimum qualification
requi renents or other public enploynent
requi rements for adm ssion to the
exam nati on
(2) Physical or nmental unfitness to performthe
duties of the class or position for which the
exam nation is to be conduct ed;
(3) Habitual or excessive use of drugs,
narcotics, or intoxicating beverages;
(4) False statenments or deception or fraud in the
exam nation process or appointnent;
(5) Subm ssion of defective or inconplete
application;
(6) Refusal or failure to furnish docunents
required to verify any statenents nmade in

3.01-5



§14-3.01-11

t he application;

(7) Conviction of a penal offense which affects
the applicant's suitability;

(8) Any record of msconduct which is
detrinmental to the proper perfornmance of
the duties and responsibilities of the
class or position; or

(9) Conviction of any act, attenpt, or
conspiracy to overthrow the State or the
federal government by force or violence.

(b) The director shall notify any applicant whose
application is rejected, specifying the cause or causes
for the rejection

(c) Applications submtted to the departnent of
human resources devel opnent shall constitute official
exam nation records of the departnent of human resources
devel opnent. Acconpanyi ng docunents nmay be returned to
applicants at the discretion of the director.

(d) The director may conduct investigations to
determ ne an applicant's or appointee's qualifications
and suitability for enploynent in the civil service. |If
the investigation discloses that the applicant is
ineligible for the position, the director shall take
appropriate corrective action, which may include denying
admttance to the exam nation, renoving the applicant's
nane fromthe list of eligibles or termnating the
appoi ntee's appoi ntnent, or any conbi nation thereof.

(e) An applicant may request an admnistrative
review of an ineligible rating by presenting additional
information to substantiate the request within ten
cal endar days followi ng the date the ineligible notice
was sent. Notw thstanding the foregoing, the
certification of eligibles shall not be w thheld or
del ayed.

(f) The director may bar an applicant found
unsui table for civil service enploynment for a specific
period of tinme. [Eff 6/11/92; am and conp April 01
2002] (Auth: HRS 8826-5, 76-17, SLH 2000, Act 253)
(I'mp: HRS 8826-5, 76-13, 76-17, 76-18, 76-29, 78-2.6,
831-2, SLH 2000, Act 253)

814-3.01-12 Conduct of exam nations. (a)
Exam nations shall be held at the tinme and place, which
in the judgment of the director, is nost practical and
neets the need of the service.
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(b) If an assenbled exam nation is to be
adm ni stered, qualified applicants shall be notified of
the date, time, and place of the exam nation. The
director shall not be responsible if a notice is lost in
the mail or sent to an applicant's fornmer address
t hrough failure of the applicant to informthe director
of a change of address.

(c) No applicant shall be entitled to take an
exam nation at a date, tine, or place other than stated
in the notification except as the director may
aut hori ze.

(d) Al applicants for exam nations invol ving
physical ability or performance tests may be required to
sign a waiver of liability.

(e) Al reasonable precautions shall be taken to
protect the confidentiality of information about
applicants. [Eff 6/11/92; conp April 01, 2002] (Auth:
HRS §826-5, 76-17) (Inp: HRS 8826-5, 76-13, 76-17)

814-3.01-13 Rating of examnations. (a)
Appropriate techni ques and procedures shall be used in
rating exam nations and determning the relative ranking
of applicants. The final rating required to pass an
exam nation shall be set by the director. The director
may set mninmumratings for each part of an exam nation
and applicants may be required to obtain at |east the
mnimumrating in each part of the exam nation to be
rated on the remaining parts of the exam nation. The
final earned rating of each applicant shall be
determ ned by conbining the earned ratings of each part
of the exam nation in accordance with the weights
establ i shed for each part.

(b) Eligibles shall be placed on open-conpetitive
lists in order of their final earned ratings plus
creditable veteran's preference points and on
pronotional lists in the order of final earned ratings.
Veteran' s preference points and qualification for such
additional credit shall be determned by the director
provided the applicant qualifies with at |east the
mnimumrating for each part of the exam nation.

(c) The director may notify applicants only as to
whet her or not they qualified when the nunber of
applicants is deenmed by the director to be insufficient
for an adequate certification. [Ef 6/11/92; am and
conmp April 01, 2002] (Auth: HRS 8826-5, 76-17, 76-23,
76-103) (Inp: HRS 8826-5, 76-13, 76-17, 76-23, 76-103)
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814-3.01-14 Notification of results of
exam nation. Each applicant who participates in an
exam nation shall be given witten notice of the test
performance results. [Eff 6/11/92; conp April 01, 2002]
(Auth: HRS 8826-5, 76-17) (lnmp: HRS 8826-5, 76-13,
76-17)

814-3.01-15 Admnistrative review of exam nation
rating. An applicant may request admnistrative review
of rating assigned in examnation by submtting to the
departnment in witing information to substantiate the
request within ten cal endar days follow ng the date the
exam nation notice was sent. Notw thstanding the
foregoing, the certification of eligibles shall not be
wi thhel d or delayed. [Eff 6/11/92; conmp April 01, 2002]
(Auth: HRS 8826-5, 76-17) (lnmp: HRS 8826-5, 76-13,
76-17)

814-3.01-16 Changes in rating. (a) Changes in
rating may be nade as a result of the discovery of
errors in the rating, or as a result of an
adm ni strative revi ew.

(b) Rating errors may be corrected throughout the
life of the eligible list.

(c) Any such changes shall be reported to the
appl i cants.

(d) Changes in rating shall not affect a
certificate already issued or invalidate an appoi nt ment
already made fromthe eligible |ist where the error is
the fault of the departnent of human resources
devel opnment and not the appointee. [Eff 6/11/92; am and
conp April 01, 2002] (Auth: HRS 8826-5, 76-17) (I np:
HRS 8§826-5, 76-13, 76-17)

814-3.01-17 Protection of confidentiality of
materials. (a) In those circunstances in which
exam nation materials are secured from ot her governnent
jurisdictions or fromprivate firnms, or where because of
continui ng use of the exam nation materials prepared by
t he departnent of human resources devel opnent, exposure
woul d j eopardi ze the confidentiality of the exam nation
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guestions, review of these test materials shall not be
permtted.

(b) Technical material and all exam nation
bookl ets used in the preparation and ratings of
exam nations given jointly by the departnent and any
ot her organi zation, and exam nati ons prepared
specifically for any organi zation shall
remain the property of the departnent of human resources
devel opment and in the custody of the departnent of
human resources devel opnent when not needed for test
adm ni stration or appeal purposes by the organization.

(c) Al examnation material relating to a
particul ar applicant or applicants including but not
l[imted to reports of character and material regarding
personal suitability of the applicant shall be
consi dered confidential information.

(d) An appointing authority or its authorized
representative may inspect the exam nation papers of
el i gi bl es whose nanes have been certified to themfor
appoi ntment. However, to preserve the confidential
character and sources of information furnished and to
protect individuals against dissem nation of unfounded
or unproved all egations, reports of character, personal
suitability of applicants and other confidenti al
information shall be held in strict confidence and w ||
not be made avail able for review by the appointing
authorities unless specifically authorized by the
director. An appointing authority and its
representatives shall not disclose the exam nation
materials or their contents to any person except where
privileged at |aw or where ordered by a court of
conpetent jurisdiction. Except as provided herein and
except where privileged at |aw or where ordered by a
court of conpetent jurisdiction, an appointing
authority and its representatives, all enployees,
menbers and representatives of any agency, nenbers and
representatives of any advisory board or comm ssion and
menbers of the public are forbidden to disclose,
whet her intentionally or negligently, any exam nation
materials pertaining to a particular applicant or
applicants. Any disclosure shall be grounds for
di sciplinary action including dismssal or other
appropriate action including recourse to al
appropriate | egal renmedi es agai nst the informant
personal ly. [Eff 6/11/92; am and conp April 01, 2002]
(Auth: HRS 8826-5, 76-17, SLH 1980, Act 226) (I np:
HRS 8§826-5, 76-13, 76-17, SLH 1980, Act 226)
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814-3.01-18 Records and reports of exam nation.
An exam nation record shall be naintained for a period
of one year fromthe date the eligible |ist expired, one
year after the eligibility of the eligible expired in
t he case of a continuous recruitnent exam nation record,
or two years fromthe date of the |ast personnel action
i nvol ving the record, whichever of these is the | atest.
The record shall contain at |east the follow ng
i nformati on:
(1) Title and |l evel of the exam nation;
2 Dat es of opening and closing for receipt of
applications;
) Experience and training requirenments, if any;
) Tests, if any, held and the m ni nrum passi ng
scores used,

Hw

(
(

Nunber of applicants received; and

Nunmber of eligibles and ineligibles. [Eff

6/ 11/ 92; conp April 01, 2002] (Auth: HRS §826-
5, 76-17) (Inmp: HRS 8826-5, 76-13, 76-17)
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